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INSTRUCTIONS

1. This publication has been written to help you prepare for your Chief Petty Officer 
/ Colour Sergeant’s Qualifying Course.  Each page is to be read carefully and 
actioned as directed.

2. It is your responsibility to ensure that you complete each assignment.
3. You are responsible for progressing through the guide at a rate that will achieve 
completion before commencement of your Chief Petty Officer / Colour 
Sergeant’s Qualifying Course.

4. A written test paper based on this guide will be conducted on the first day of your 
course.

5. This completed Pre-Course Study Guide MUST be brought with you and it will 
be assessed and signed by the Sea Cadet Training Centre conducting your course.
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SIGNATURE






DATE

SEA CADET TRAINING CENTRE CERTIFICATION


SIGNATURE






DATE

HOW TO USE YOUR PRE-COURSE STUDY GUIDE

The assignments that you have to carry out when working through your Pre-Course Study Guide are listed on page 4.

On the subsequent pages these are laid out in the following format:

1. ASSIGNMENT: WHAT YOU HAVE TO DO
The assignment you have to complete, and how it can best be achieved.

2. HOW YOU CAN PRACTICE / ACHIEVE THIS
This gives you the references that will assist you in carrying out the assignment.  It also gives suggestions on how you may practice.

3. COMPLETION OF STUDY GUIDE
In order to get maximum benefit from your Course, every effort should be made to complete this Pre-Course Study Guide.  Your Commanding Officer MUST sign the required section on page 2.

4.
ILM LEVEL 3 CERTIFICATE IN FIRST LINE MANAGEMENT
If you intend to register for the ILM Level 3 Certificate in First Line Management it is essential that you complete and sign this Study Guide as part of your distance learning.

5.
HEADQUARTERS WEB SITE

Information can be easily obtained for a lot of the tasks by using the Headquarters web site on www.sccheadquarters.com
Other sites available are:

www.sea-cadets.org , www.marine-society.org and www.royal-navy.mod.uk 
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ASSIGNMENT NUMBER ONE

NATIONAL/AREA/COMPANY ORGANISATION AND SCC HISTORY

1. WHAT YOU HAVE TO DO
a. Learn about the structure of the Sea Cadet Corps at National level, 
including the composition of the Marine Society & Sea Cadet Council and 
its various committees. 
b. Learn about the structure of the Sea Cadet Corps at Area/Company level, 
including the function of the Area Chairperson.

c. Insert below the names of the following:

	Patron of the Sea Cadet Corps


	

	Admiral of the Sea Cadet Corps


	

	Chairman Marine Society & Sea Cadets

	

	Colonel Royal Marines Cadets


	


d. Study the history of the Sea Cadet Corps.

2. HOW YOU CAN ACHIEVE THIS
a. Read Sea Cadet Regulations 

b. Study the Annual Report and Accounts of the Marine Society & Sea Cadets.
c. Read Annex A to Chapter 1 Sea Cadet Regulations.

ASSIGNMENT NUMBER TWO

WHO’S WHO

1. WHAT YOU HAVE TO DO
Insert below the names of the following personnel at Sea Cadet Headquarters and your Area/Company and learn them:

	Chief Executive Officer
	

	Captain Sea Cadets
	

	Director of Business Management
	

	Director of Training
	

	Assistant Director

Training Support
	

	Offshore Commander
	

	Staff Royal Marines Officer
	

	Head of Stores
	

	Your Area Officer
	

	Your Deputy Area Officer
	

	Your Area Chairman
	

	Your SSO
	

	Your Company Commander
	


2. HOW YOU CAN ACHIEVE THIS
a. Ask senior staff and other members of staff in your Unit.

b. Check on SCC Headquarters web site. 

ASSIGNMENT NUMBER THREE

COURSES & TRAINING FOR SENIOR RATINGS/SNCO’S AND CADETS

1. WHAT YOU HAVE TO DO
a. Have an understanding of the National Training Programme, what courses 
are available to both Senior Ratings/SNCO’s and Cadets, where they are 
held and how to apply for them.  Understand the importance of joining 
instructions.

b.
Explain how to apply for a National Course for both CFAV’s and Cadets. 

	


c.
Be aware of courses that Senior Ratings/SNCO’s and Cadets are obliged to 
undertake.
d.
Where can you find Centre Information Sheets?

	


e.
Learn what courses are available to Senior Ratings/SNCO’s and Cadets 
within your Area/Company and District.  Learn what subjects are covered 
on the Area Multi-Training Weekends.

f.
What courses are available to you as a Senior Rate/SNCO?

	


2. HOW YOU CAN ACHIEVE THIS
a. Check Westminster and the SCC Website concerning the National 
Training Programme (issued annually) and the accompanying National 
Training Programme Charts.

b. Read National, Area and District memoranda and the SCC Website 
regarding courses and SCHQ Newsletters regarding availability of spare 
places on courses etc.

c. Discuss courses with your Unit Training Officer.

d.
Read Chapters 3, 4 & 5 in Training Instructions.

ASSIGNMENT NUMBER FOUR

PROMOTION REQUIREMENTS TO 
CHIEF PETTY OFFICER/COLOUR SERGEANT
1. WHAT YOU HAVE TO DO
a. Learn the regulations for the promotion of Sea Cadet Senior Rates/SNCO’s.

b. Learn the requirements for promotion to Chief Petty Officer/Colour Sergeant. 

c. Explain the procedure for promotion.

	


2. HOW YOU CAN ACHIEVE THIS
a. Read Sea Cadet Regulations
b. Read Sea Cadet Corps Training Instructions Chapter 4.
c. Study form SCC P2.

ASSIGNMENT NUMBER FIVE

GRIEVANCE PROCEDURES IN THE SEA CADET CORPS

1. WHAT YOU HAVE TO DO
a. Learn how complaints / grievances should be made.

b. Explain the correct chain of command through which a complaint / 
grievance should proceed.

	


2. HOW YOU CAN ACHIEVE THIS
a. Read Sea Cadet Regulation
ASSIGNMENT NUMBER SIX
DRESS REGULATIONS, KIT UPKEEP AND MEDALS

1. WHAT YOU HAVE TO DO
a. Learn and understand the regulations governing the wearing of uniform in 
the Sea Cadet Corps.

b. Explain the importance of always being dressed correctly and smartly.

	


c. Understand the importance of keeping your uniform neat & tidy and how 
often you can apply for new uniform.  
d.
Explain how to apply for new uniform. 

	


e.
Understand the requirements and procedure for applying for the Cadet 
Forces Medal.

f.
See details on page 15 for information on the dress standards expected at 
the Chief Petty Officer/Colour Sergeant Qualifying Course.

2. HOW TO ACHIEVE THIS
a. Read Sea Cadet Regulations.
b. Read SCC Stores Regulations parts 1-3.

c. Read SCC Dress Regulations
ASSIGNMENT NUMBER SEVEN
UNIT MANAGEMENT AND P&SA COMMITTEES

1. WHAT YOU HAVE TO DO
a. Learn why you must have a Unit Management Team at your Unit.

b. Explain how the Unit Management Team is formed and how often 
meetings should be held.

	


c. Study the duties and responsibilities of the Unit Management Team, 
especially with regard to Finance, Provision of Accommodation, 
Equipment, Insurance, Safety and Publicity.

d. Explain the duties of the Unit Chairperson.

	


e. Learn the advantages and benefits of having a Parents and Supporters 
Association.

2. HOW YOU CAN ACHIEVE THIS
a. Read Sea Cadet Regulations.
b. Discuss the assignment with the Chairpersons of both your Unit 
Management Team and your P&SA.

c. Read the Terms of Reference for Unit Chairpersons as issued by SCHQ.

ASSIGNMENT NUMBER EIGHT
ROYAL MARINES CADET DETACHMENTS

1. WHAT YOU HAVE TO DO

a. Learn when and why the Royal Marines Cadets was formed and the 
additional requirements regarding dress and training.

b. Give an example of the rank structure of Royal Marines Cadet Personnel.

	


c. Study the requirements regarding Royal Marines Cadet Personnel and 
Detachments.

2. HOW YOU CAN ACHIEVE THIS
a. Read Sea Cadet Regulations.
b. Talk to your Detachment Commander or, if practical, one from another 
Unit if your Unit does not have a Royal Marines Cadet Detachment.

ASSIGNMENT NUMBER NINE
INSTRUCTIONAL METHOD
1. WHAT YOU HAVE TO DO

a. Explain your responsibilities and what makes an effective Instructor.

	


b. Learn “Barriers to Learning”.

c. Learn the benefits of training aids and how to make and use them.

d. Explain what good question and answer technique is.

	


e. Learn how to handle questions.

f. Learn how to use your voice correctly.

2. HOW YOU CAN ACHIEVE THIS
a. Read, study and learn the SCC Instructional Method Guide.

b. Sit in on lessons given by an experienced instructor (preferably someone 
qualified in IM).

c. Give Snap Talks.

d. Attend Instructional Method course(s).

e. Read Chapter 29 of TI’s.
ASSIGNMENT NUMBER TEN
SAFEGUARDING
3. WHAT YOU HAVE TO DO
a.
Learn how you can get support and advice about child protection issues. 
b.
List the actions (do’s & don’ts) to take if a Cadet confides in you. 
	


c.
Read about “Adult’s duty” and “Cadet’s freedom” to speak out.
4. HOW YOU CAN ACHIEVE THIS
a.
Read Appendix 24 to Sea Cadet Regulations on Child Protection. 
NOTES ON INSPECTIONS

Miscellaneous
The following points become second nature with experience and in a good Unit/Detachment, both in their being noticed at inspection and in their observance by the troops. Full wear must be extracted from clothing and as long as it is serviceable it must be worn on occasions when best clothing is not required. Part worn clothing will be clean, correctly pressed, and in good repair. Clothes worn to the pitch of unserviceability must be noted on inspection. Every item of clothing and equipment must be correctly marked. It is usual to inspect, starting at the right hand person of the front rank, from the head downwards, the front of the rank before the back of it, and the troops before their arms. 
General Impression

a.
Bearing.
Is the person standing at the correct position of attention. Before starting to inspect, see that any incorrect positions are put right.

b.
Does the person look fit? Is he/she clean? Is his/her uniform clean, well fitting, pressed and correctly worn? Are his arms/her clean?
The Cap
From the Front

a.
Is the cap worn square and well forward on the head?


b.
Is the white top clean and it's shape correct?


c.
Is the black/red band pure black/red without mark or discoloration?


d.
Is the cap badge correctly fitted?


e.
Is the peak polished, free from cracks or chips and correctly shaped?


f.
Is the chin stay in good repair and correctly fitted?


g.
Are the anodized/black buttons sewn on without loose ends or threads?

From the Back


a.
Is the white top clean and not distorted or discolored?

b.
Is the band clean and free of grease?
The Beret

From the Front

a.
Is the leather band square on the head, badge in the correct position, fullness pulled down the proper way?

b.
Is the beret free from dirt or fluff; and if a blue beret, is the red patch clean?

From the Back

a.
Is the tape neatly tied, with the ends tucked into the leather band?

Face, Hair and Neck
a.
Is the man clean shaven (or neatly trimmed if bearded).


b.
Is the hair neat below the cap? Hair is to be neatly cut and trimmed.

c.
Sideburns should be no lower than the bottom of the earlobe? (SCC Only). 


d.
Sideburns are not to be below the centre of the ear? (Marines Only).
Reefer Jacket/Blue Tunic/LOVAT TUNIC/Shirt & Tie

The way the Jacket/Tunic fits and is put on makes a major contribution to the 'straight up and down' look of a smart turnout. Correct fit and wearing are vital to a neat appearance.

The Reefer Jacket/Tunic
From the Front
a. The Jacket. The collar, cuffs and jacket must be carefully fitted. The fly of the jacket must be straight. There should be no creasing at the waist under the belt. Any fullness there is must be pulled to the sides. The fly of the jacket must be straight and central, making a straight line through the belt buckle with the fly of the trousers.

b. Pressing. The sleeves and body of the jacket/tunic must be pressed flat, the only crease to show being that in the sleeves. (Senior Rates, SNCO’s & Cadets Only)

c.
Buttons. Buttons must be well sewn on and fastened, anchors pointing forward and 
down.

d.
Badges. Designations and badges of rank and collar badges must be clean, correctly placed and properly sewn on or fitted. (Badges are to be fitted naturally) 

e.
Pockets. Pockets must not be stuffed out with papers etc. Pocket flaps must lie close to the jacket.

f.
Medal Ribbons. Medal Ribbons must be clean and bright. No threads from stitching must be allowed to appear.


g.
Tie. Is the tie correctly fitted and straight.

h.
Shirt. Is the shirt clean & pressed correctly. Neither shirt collar nor cuffs must be allowed to show. Shirt sleeves must not be rolled up. 


i.
No ends of cotton from stitching must be allowed to appear.

From the Back
a.
Is the collar clean.? Do the collar, waist and cuffs fit well? Is the jacket the correct length?


b.
Is the back properly pressed? 


c.
Are shirt and pullover invisible?

Lovat Tunic

Most of the points mentioned for the blue tunic are also applicable to the Lovat Tunic. In addition:

a.
The prongs of the cloth belt buckle are to be fitted to the central eyelet holes on the belt.

b.
The bottom of the skirt is to be horizontal and the back vent vertical, with an overlap of not less than 1 to 1½ inches.

WHITE BELT

From the Front

a.
The belt must be so firmly fitted that, during a long parade, the weight of the bayonet cannot pull it down on one side and the jacket cannot ride up underneath.

b.
The buckle must be central to the front and in line with the clothing buttons.

c.
When the belt has brass fittings, these must be clean both back, front and edges. Runners must be vertical and as close to the buckles as possible. Any part of the belt turning back underneath must be correctly fastened and square under the outer part of the belt.

From the Back

a.
The frog must be on the left hip, not under the left arm or in the small of the back. The bayonet must be inspected for rust and fingermarks on the steel, either by withdrawing from the scabbard or when fixed to the rifle.

HANDS

Hands must be clean, with no tobacco or other stains; nails clean and trimmed. Gloves, if worn, must be clean and in good repair; marking must not show.

Trousers

From the Front

a.
Trousers must be well braced up.

b.
Trousers should hang straight, lower edge touching the instep.

c.
Red Stripe in tweeds clean and not faded or discoloured.

d.
Look for wear at the knees and pockets.

From the Back

a.
Be sure that braces are worn whenever a tunic is worn.

b.
Lower edge should reach the top of the heel of the boot.

c.
Lower edge not frayed.

BOOTS/SHOES
From the Front

a.
These must be in a good state of repair and free from cracks.

b.
Regulation laces must be strong and flat, not twisted and knotted; and concealed so that they cannot fall down.

c.
Laces must be done up tightly so as to close the lace holes; this is a matter of fitting and is a Service requirement for the protection of the instep.

d.
Polished boots will be polished on the uppers, under the arch and along the front of the heel block as well as on the toes.

e.
Royal Marine Combat Boots (RMCB) will be dubbined as ordered.

From the Back

a.
Get some personnel to lift one foot at a time to see if the soles are in good repair and AP boots are properly studded.

SPARE
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